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beh Unvoushered Funds ’ is hereby rescinded, 


© FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Captain, USN 
Exeeutive 


© CONFIDENTIAL 


ey, 


"Washington, D.C, 


ADMINISTRATIVE INSTRUCTION - 


SUBJECT: Unvouchered Funts 


Ps e il. Special Funds Regulation No, 1 dated 21 October 1946, is changed aS 
as indicated below for those activities not under the supervision of the. 


: _. Assistant Director for Special Operations: Ze 


@. Paregraphs 3.3, 4.2, and 6.4. b) (c) (a) and (e), and the ogi 
extension of authority under Project 69% approved. by the Deputy — eae 


+ Director on. 30 July 1947, are rescinded, | 


by. The authority of Assistant Directors and the Executive for 
_ A&M to approve obligations and expenditures of unvouchered funds =. “4 
_. Without prior approval of the Director is withdrawn, “ ey 


funds for any purpose must be approved in advance by the 
Director, or his representative designated ‘in writing. 


Se. (1) All obligations, advances and expenditures of unvouchered Le 


(2) Requests for authority to obligate, advance, or 
expend unvouchered funds will be initiated by interested 
Branch or similar Chiefs and forwarded through Assistant — 
Directors or Staff Section Heads and the Executive for 
_ A&M to the Director, except those projects submitted for | 
-action by the Projects Review Committee under the provi. Po OB Sa at 
_ Sions of CIG Administrative Order J dated 25 Octo 
ber 1946. Recommendations of the Projects Review Com 
mittee will be submitted to the Director for final action 
ip-each case, cS Pag GS Syd gh ees 


oe (3) ‘Requests: for. authority to advance unvouchered funds - 
_., under approved recommendations of the Projects Review 
' Committee and vouchers covering expenditures thereunder ©. 
_. Will be reviewed. by the Branch or similar chief, who will - 
a A Pe ~-. * enter thereon the number and date of the approved project, — 
pee ce ~» and forward it through his Office or Staff Section Head = 
ee ee oe _ for approval and transmission to the Chief, Special Ser-— 
_ Vices Division, Budget and Finance Branch, A&M, ‘for action, - 


/. (4) Advances of unvouchered funds and certification for 
‘payment of vouchers covering expenditures and obligations: 

of unvouchered funds in accordance with prescribed regulas 
‘tions may be made by the Chief and Deputy Chief, Budget 

“and Finance Branch, A&M, or the Chief, Special Services 9 

~ Division of that Branch, when prior approval of the prom 
_. Jeet has been obtained under the provisions of this direce ee 

ee a ee ee i 
(2609). RENUMBERED PER C14 GENERAL onDER 


OMELDENTIAL Ye-memo ba-amed$ 
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~.. (5) . Vouchers covering expenditures or obligations’ of | 
unvouchered funds approved by action other. than by the 

poo ees * "Projects Review Committee will be handled in. the ‘same 

Lp eee ye, manner as indicated in (3) above. 7 


aoe! a we Re A ricmorandum of Jastrusticns for. the guidance of ‘individuals who. 
'.may travel under authorization involving reinbursement from unvouchered funds 
is attached, ; 


eo E a ce The Executive Director aad the Executive for Administration and | 
Menagement are authorized in the name of. the Director of Central Intelligence: . 


i Sane: - Be To approve travel within the continental limits of the 
Te ‘United States of prospective ‘employees to Washington for inter- 
Be Are Sine view when considered as essential in the best interests of cic. 


| Pe s oe bd. To approve travel within the continental limits of the . 
Goa eae ~~ : United States for recruiting purposes ani/or incidental expenses 
c eek / dneident thereto when circumstances in connection therewith war= 
a ee rant utilization of unvouchered. eunee 


bet e fag 3 To take final action on, or make recommendations to the 

pee ee nh, eRe Disector in connection with cases normally handled under the pro= 
. ae | visions of paragraph 1c(4) above when the individuals listed 
therein are in disagreement with requests or veucher® presented 
to them for Bebion.: 


ee dhe Payment of ie enlvabe of individuals anpteyed on an unvouchered 
: e oer funds status pending the establishment of vouchered positions by the Civil 
Be aes ’ Service Commission is authorized only until the date of establishment ef 
the vouchered position in each case. | 


iy eh deen Sage. Bes fl Bach Assistant Director eee ADSO) and Staff section 
ae Head will submit to the Projects Review Committee in writing, 
pesca, within ten days. after receipt of this memorandum, his antici- 

Ue as es . pated normal requirements, not previously approved by the Direc= 
stor, for unvouchered funds, by quarter, for the balance of the 
por. Bseal Year 1948, A list of Tee ea classifications to be 

eet submitted is oe onal: : . 


e a: ee a og os de Major nee involving devas expenditures ‘whieh are not. 
yet developed to a point which will permit factual and intelligent 
ag Beals may. be cae and. submitted Breet at later Bates 


ht QBX4A Ise B BO, a a 
m BA = 7 ane 


Rear Admiral, USN — . he 
"Director of Central ee Ne 


7) ‘Attachnents 
2 1, Instructions for. Travelers ie 
oe ae ‘List of svegeated classifications for projects 
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AUTHORIZATION 
1. The use of unvouchered funds for travel and expenses incident thereto 


Will -be authorized only when the nature of. the travel or official 


duties in connection therewith is such that security considerations. 


make it impracticable to pay travel costs from vouchered funds. All’. 


travel to be paid from unvouchered funds must be authorized or approved 


"by the Director or his designee in writing, 


A request for authorization to travel under unvouchered funds should 


be initiated by the appropriate Branch Chief .and forwarded through 


the Assistant Director or Staff Scction Chief and the: Executive for 
Administration and Managemont for approval. The approved request 
will be returned: to the traveler and a signed copy forwerded to the 


‘Chief, Special Services Division, Budget and Finance Branch, and will | 


constitute the authority for payment of’ the traveler's account upon 


_. Submission of a proper voucher. 
os. > ADVANORS | 


cote. 1, After the travel has been authorized by the Director, an advance of 


» funds required to cover the anticipated costs of travel may. be 


secured by the traveler from the Chief, Special Services Division, 


_ All advances must be fully accounted for by the traveler, 


2. 


that provided in military and naval regulations. — 
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AYRE oF EXPENSES ALLOWED 


Reimbursement will be made for actual costs of transportation by rail, 
bus, vessel, and air; and for taxi fares to and from railway stations, 


adr or bus terminals. The lowest available first-class facilities 


may be secured, Luxury compartments, etc,, are not allowed unless 


- specifically justified by the circumstances. Travel by personally 
owned automobile or. special conveyance, as distinguished from public 


common carrier facilities, must be specifically authorized or ex- 
plained, “aed 


Per diem in licu of subsistence will be allowed a traveler while he 
 . is away from his official station. Regardless. of the amount actually 


spent by the traveler for personal items such as hotel rooms, meals, 
laundry, tips, etc., he will be reimbursed for only the amount of 


the stipulated per diem, The per diem rate for civilians in the. 


U. S. is $6.00 per day, For civilians traveling abroad the: rate 


“.. vardes from'$7,00 upwards depending upon the location, The rates 
~ of per diem paid to military and naval personnel will not exceed 


“Under certain circumstances entertainment expenses in connection : 
With securing confidential information and related official pur-. 


poses will be: allowed, The official purpose or necessity for the 
entertainment and the date and place must.be shown, The number of oe 


' persons entertained must be indicated together witha statement 
'. that. names of the persons entertained are withheld for security 
_ reasons, . ps Peas es, te Ese be 


nema 2 me eM 


TEM ny try rr eee nenanenee 
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k 


aoe No. 33~12 with the: following, information indicated thereon: 


oe telephone and telegraph charges, ete., may be allowed when the - 
' official necessity therefor ia properly piace | 


"PREPARATION OF TRAVEL EXPENSE VOUCHER 


| =..2 we 


‘deosi'lanocue incidental expenses such. as. hire of atenographic ser= 


vices, rental of special quarters for. official purposes, payment of 


Upon completion of ‘travel the traveler will prepare Travel Voucher 


ac 


official business. 


ey 


ee 


| and d payment. 


Ce 


an itinerary. showing the detee and tines of departure from. 


and arrival at his oprectel station and as visited on 


An item4zotion of per diem ‘gleaned, computed on the basis 7 i 
of the traveler's ‘itinerary. nee ots oa 


“An itemization of all transportation. charges paid and an ~ 
explanation of any tes conveyances or: luxury accommo-= 


nee dations ‘used. 


An: itemization and justification of all entertainment or 
' ineidental expenses claimed. 


‘Paid receipts supporting all . expenditures, or an Saplanar : 
tion as to why such receipts were not obtained. 


~The traveler will sign the Travel vousiee Form No. 33~12 as “upayes", 
‘and the appropriate Branch or Office: Chief will sign as "Approving 


- Officer", 


The Travel Account will then be forwarded to the Chief, 


Special Services Pay eeeony: om 210, Central. Building, for audit 


“Attachment 1,0 
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i; ested toms Lor _Unvovohored Pro a 


oe Ql,__Personal Services a 


| - Non-Civil Service Bepleyess — 
Consul tants oS 


ae OB. Travel 


, ce a “Transportation of Persons | 


~ Subsistence (reimbursement for actual expense or per diem) — 


4 Teidental Travel Expenses 


a Ss -...: Assessment and Recruiting Expense 
oa foe Reimbursement for use of: ee Automobile 


! _ Be Transportation he 

Z ge Pa ga Ve Transportation of ‘Things — 

oe Od, Communication Services 

oe ‘Telegraph ) : 
"Rental of Post Office Box | 


Be | we _ Telephone Installation os Rental, and Tolls — 
Pe ees Postage 


Rental of Office. 


; f."¢ 
ieee, 8 Ey ae 
; . OS. Rents and Utils ty Services 
ggete f 


Ce See ea. Equipment Rental 
Lhe Ms ~~ ' Utility Services - 


2 on Other Sonteastund Services 


. Storage and hetitensnes of Vehicles 

eS ine he -. Security Investigations (of Individuals) | 
Hoo.” Burehase of Information fron Individuals or Firms 
‘e . Entertainment Expense 


aah ET eae -. Contract Stenographic Services . 


Newspaper and. Magazine ore Service 


al: ie os 08, Supplies and Materials © 


Office. (Emergency). . a -- = : 
"Publications ers ae 


(Then classification of Projects warrant, the use of unvouchered funds) 7 


 25X1A - 


25X1A 


~ 25X1A) 


: anended as. indies ted below: 
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S suBsmOTs 1 Unvouchered. Funds ; 


ve ( or , Releasei001/08/02 ClA- RDP81. -00728R000100015 6- 3 


CENTRAL INTELLIGENCE AGENCY 
regal as De Cy: 


2... 


(Administrative i 10 Sept 
ber 1947 | date Octo ce 
rescinded, ye ee oe | 


T REGULATIONS APPLICABLE TO OIA (stoBer OFFICE OF SPHOTAL 
| OPERATIONS) = 


a. ‘Special Funds Foqutetons No. 1 dated a October 29 is - 


ve ‘Pupaesaphe 3. = he 2, and 6. Alb) (c) (a) ‘and. oe 
and the extension of authority ‘under. Project. ,005, Pepnered, 
by the Depry Director on 30 July T9AT, are: Tescinded. 


Case. be The authority of ‘Assistant Directors and ‘the Exec 
“ utive for A&M to approve obligations. ‘and. expenditures of 

unvouchered funds without prior pEpncree of: the Director aS ae 

ds aa Vira. as a ck 


(1). al obligatd cng, advances, and iesraitinee 
_ of duveashered funds for any purpose must be- approved 
sot ye advance. by the Director or’ his representative desig- 
. nated in writing. , ; 


(2) Rennectad for authority to obligate, Sigeaee 
NEM) sf expend. unvouchered funds will be initiated by interested — 
‘Branch or similar Chiefs and forwarded through Assistant = 
Directors or Staff Section. Heads and the Executive for A&M 
- to the Director, except those projects submitted for action i. 
by the Projects Review Committee under the provisions of 
_ CIA Administrative Instruction ss dated 25. October - 
- 1946... Recommendations of the Projects Review Committee 
wilt be. submitted to. the: Director for’ final action in each: 
CABE»., 


ee (3) “Requeste. for: authority ‘ts cavehoe: “‘anveuohered. 
~~: funds - under: approved recommendations of the Projects’ Review 
Conmittee: and vouchers” Covering expenditures. ‘thereunder 
- WELL be - reviewed! by the’: 
“aa @ enter thereon the “nunbe ‘and. ‘date. of the: approved project. 
and: forward. it. through: his ‘Office: ‘or Staff Section Head: 
for. ‘approval. ‘and . transmission to, the: “Chief, Special Sere. 0 a & 
ae Ravegtors Pudget ‘amd: ‘Pinahoe Branch, gM for. ulead an 
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: ecourity considerations prevent. the payment from vouchered funds. Re- |. 
3 ' by the appropriate Branch Chief and forwarded through the Assistant. Direc= 


ment. for action.. Reimbursement for. travel expenses will be allowed ae 


it viduals iho nay travel under’ authorization syelyite reinbursenent fron - 


Pea nmr arith enti nwad n cerca 


*NFENTTAT” 


pe ae one ‘iivatece of dnveuanance funds: and Sertifise cin - 
for payment of vouchers: covering expenditures and obligations 
' of unvouchered funds in accordance with prescribed regulations 
nay be! riade by the Chief and Deputy’ Chief, Budget and Finance. 
- Branch, A&M or the Chief, Special Services Division of that 
-* Branch when .prior approval of the project has been obtained 
under the’ ‘provisions of this directive, Any disputed items ee 
will be referred: to the Executive for Administration and , te eae 
mie Managenent for. action, hae nee ce 


“(By Vouchers: covering. eyeerdttie cnc or. chidgatdons of me 
*: wnvouichered funds approved by action other. than by the Pro= — . 
jects Review Committee will be handled in the | sane - manner as — 
indicated in (3) above, 

a 2, Qe Travel on onvoueheneds ‘funds: will be ‘Suthoriesd” only aie: 
quests for authorization to travel on unvouchered funds will be initiated 
‘tor or Staff Section Head ‘to the Executive for Administration and Manage= 
accordance. with applicable Government travel regulations. : 

i A nemorandun of ansteuoti one for the pildetee of indie 


unvouchered funds is attached. - 


oe mitertainent expenses in Ganneetien with securing. confi- 


ee ‘dential information and related official purposes | will. be authorized when 


justified, Accountings for such. authorized expenditures should state’ 
the official nature of the entertainnent, the date, the place, and the: 7 
nunber of those entertained, and the nanes,. mages ee considera- eee 


. Hong prevent Specific identification, 


dens The Executive Director and the ee oe for. ‘Aduinddtipes ©: 


. - tion and: Management are authorized in the name -of the Director to approve 
travel within the continental linits of the United States. for, recruiting 


purposes: and/or incidental. expenses incident thereto when cireunstances’ . 


an in’ connection ‘therewith warrant utilization of unvoucher ed funds. 


poe REGULATIONS APPLICABLE 10: ome “ 


“1, Peynent. of he selariog’ of dndividuals snpiioved on an. ‘un > 


— ‘seuss funds status ‘pending the. establishnent of vouchered positions 
» by the Civil. Service Conrission is authorizéd mly until the date of. ese. iether 
/ Sebldehnent of ‘the Youchered Boe in each. Cases See aces Deiat. Pee 


- CONFIDENTIAL 


vob 


ncn ihiit attorney een iu enamine jeninintneed a atnininsts waded bbe “stn stama nt 1a uence me raahornny tse ae eg nisin snisses 


OMNI simanasrleas 
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i a i me oe : :. 


oe ; wn Nes a. a foe Saye : 


Dees No canddaate’ or: applicant nop. : eaplayient wild. be ‘Liwited . 
_ “to. travel to Washingtonat. Governnent. expense. for ‘Assessment or’ ‘intere” a 
'. yhew without the ‘prior’ personal Sdakale of the Director or. his seenee ag a 
“sentative Pagetenates in yaaa Ge ae or : . : es sees tate ae 


at 


“OBxIA & 


Rear ‘Admiral, USN Gh aga id» (Oe 
Director. of Central Intelligence ree ee 


: _Attestnent ach 2 ee gn go a Soe 
"Instructions Governing Expenditure of a ee ae ee ee 
Certain Unvouchered Funda. ; fg eee ay a : 
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smut. GOVERNING G_EXPANDIIIRD OF. ~CERTALN UNVOUCHERED FUNDS 


- avon zany ON - 


ss The use of ‘enyotichared” funds for travel. and. expenses incident thereto. 
- will be authorized only when the nature of: the travel or official . Beer 
_ duties, in connection therewith 1s such that. security considerations = 
- make | it impracticable to pay travel costs from vouchered. funds. All. 
travel to be paid from unvouchered funds must be. authorized or 2 
hs proved by the Director | or his dent ene: da writing. ane , 


Re A request. for. authorization to paved aiden Givousnened funds. ‘should. 
| be initiated by the appropriate Branch Chief and forwarded through 
bee 3g '. 3s, the Assistant Director or Staff Section Chief and the Executive for 
ee an ol Administration and Management _ for approval, The approved request 
., will be returned to the traveler and a signed copy forwarded to the. 
. Chief, Special Services: Division, Budget and Finance Branch and will: 
constitute the authority for payment of the traveler's account, “Upon . 
submission of a Proper voucher. ; a of . 


“ADVANCES 


: Ee og ee After. the See has ‘been authorized by the Director, an agence of 
ie >. +. funds required to cover the anticipated costs of ‘travel may be se= 
oo gured by the traveler from the Ohief, Special Services Division, 
All advances must be fully accounted. for by the traveler in Berrys 
ance with, OIA SOE UT ARCH . ; 


oe TER OF EXPENSES. ALLOWED | 


BL ath pe Soe, As  Roinbursencut will be made for actual: costs of transportation by 
ree “s-. padi, bus, vessel, and air; and for taxi.fares to and from railway 
.', Stations, air or bus terminals. The lowest available first-class 
facilities may be secured. Luxury compartments, etc., are not | 
allowed unless specifically justified by the circumstances. Travel 
bre ee by ‘personally owned automobile or special conveyance, as distingul shed 
ee ee. es PROM, public common . carrier tac ery. must. be specifically auch 
ae ized or explained: | ares Pe ps eee 


0) eee Par dien din lieu of subsistence. will be allowed . a Meayeler while he 
op)... 4g anay from hig official station, Regardless of the amount actually © 
bel .. spent by the traveler for personal items such as hotel rooms, neals, 
laundry, tips, ates, ‘he will be reimbursed ‘for only. the anount of i 

the stipulated per diem, The per diem rate for civilians. in the Us Se 
2 is: $6. 00 per day. For civilians traveling abroad, the rate varies : 
: fron: $7. 00. upwards: depending upon the location... The rates of per. . 
poe ERs)" -@dem padd | to military ard naval personnel will” not ¢ exceed thet Prose 
Oe 8 wdded sin nilitery: and naval regulations. eee, ee a eines co. 


(3§ Miscellanéous. Ghedaental expeiises- ‘such as hire of stencgrephic ser= 
wees, | rental of’ special quarters. for. official purposes, paynent — seen ao 
no a Ok! “telephone: and. ‘telegraph’ cherges,.. etc., may be allowed when ‘the 8 os 
ee otfisial mecenatty therefor is. properly: explatnel. ; cae ee 
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| REARATION op TRAVEL, 5 BES OUCH 


cee ‘Upon onptation: of “teavél the enya: wall prepare: ‘Travel Voucher : 
no Form No. 33~12° with the. following infornation indicated thereont 


ria itinerary shop ine: the dates and ‘tines of - departure ay 
a fron and arrival at his official atation and. Rene 
visited on: official business. 


Se SETAE ter rm tn enhancers emg nny oeagy vee a 


be. An itenization of por dien pidinea computed. on the - 
Gor, basis. of the traveler's itinerary. : ee 


 @e AN itentention of all transportation charges pada and 
_» an explanation of any special Speveyences or aauey 
i acconnodations. used. Big 


od, An itenization and justifteation of all or “ineidentel + 
boa 4 expenses clained, 


ee Paid receipts supporting all. Tesesend tues ein or an eta 
: tion as to why such Pecoipts were not obtained. 


ee ee 2; The traveler will sign the Travel ‘Voucher Forn No. 33-12 as - wpeyee", 
roey and the appropriate Branch or Office Chief will sign as "Approving 
er ee Officer", The Travel Account will then be forwarded’ to the Chief, 
Po ! ! Special Services Division, Room 210, Central. sneateda: for audit. 


ao a es am paynent, —- | Loge at ve) 
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CENTRAL INTELLIGHICE AGENCY 
a8, een i. CG, 


es ae ADMINISTRATIVE THSTRUCTION Poets ee . “2 Martech 1949 
es Ge a | Pee Si ee a 
Bx4A siamo breuiont Funds _ 


Dexia ge -_ | BN a 
/ oe “Adnintotrative ow dated + November 947, subjocts kee 4, 


a Unvoushorod Funds, is hereby rescinded, or a ee ee re es | is 


For THE DIRECTOR OF CENTRAL INTELLIGENCE: | 


ke 3 
Executive 


- DISTRIBUTION: A 


CONFIDENTIAL 


tetris oe ada nerirerrrnmeraratin Sonat at snitttn erentatinnsneeytntstretirremimanntnatussinncsieeh sinned 


_ Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3 


; 


vo  Approved For Release 2001/08/02 : CIA-RDP81-00728R000 10004004023 "5! 0 Coal 


CONFIDENTIAL 


CENTRAL INTELLIGENCE AGENCY 


Washington, D.C, 


ADMINISTRATIVE INSTRUCTION : eee ee ee 
NUMBER | ce, Oo neveuber T7600 .. 
- SUBJECT: . Unvouchered Funds : Dg ae : oe 

nee - (Adninistrative Ins ons No, MEE io tes “lO Septen= 
ber 1947 and dated 3 October 1947 are 
rescinded.) ee ee a 
I, “REGULATIONS APPLICABLE TO CIA (EXCEPT OFFICE OF SPECIAr, 
. OPERATIONS) | a,” ee . 


| 1. Special Finds Regulations [MMB dated 21 october 1946 4s 
_ amended as indicated belows | GE PE oe ae 


oe Be ‘Paragraphs 3,3, 4e2, and 6.4(b) (ce) (a) and (e), 5 ee ee 
and the extension of authority under Project ,005, approved yp hekts 
. by. the Deputy Director on 30 July 1947, are rescinded, — a bh ag 


_ b. The authority of Assistant Directors and the Exec= 
utive for A&M to approve obligations and expenditures of 
" unvouchered funds without prior approval of the Director - 


| > is withdrawn, 


_ @. (1) .All obligations, advances, and expenditures 

_ of unvouchered funds for any purpose must be approved 

_dnvadvance by the Director or his representative desig- ° 
nated inwriting, © 00 


(2) Requests for authority to obligate, advance - 
or expend unvouchered funds will be initiated by interested . 
Branch or sinilar Chiefs end forwarded. through Assistant 
_ Directors or Staff Section Heads and. the Executive for A&M ek er 
_ to the Director, except those projects subritted for action = 
by the Projects Review Committee under the provisions of. 9. | ves 
CIA Administrative Instruction ae al dated 25 October 
1946, Recommendations: of the Projects Review Connittee 
‘will be submitted to the Director for final action in each 
ae (3) Requests for authority to advance unvouchered 
aay funds under approved recommendations of the Projects Review 
Committee and vouchers covering expenditures thereunder .. 
“will be reviewed by the Branch or siniler: chief who will. Site 
_--, enter thereon the number and date of the approved projet. 
sand forward it through: his Office or Staff Section Head 
ioe for approval and transmission to the Chief, Special Ser- 
+ wiees Division, Budget and Finance Branch, A&M for actien, — 


o/s OMRON 


~FRaeabatinnaratint eterna ee ils OM saying 
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| Pay qagenaed of ‘Gnvousticned: funds ‘and certification 
for payment of vouchers. covering expenditures and obligations 
_ of unvouchered funds in accordance with prescribed regulations — 
fay be made by the Chief and Deputy Chief, Budget and Finance 
-. Branch, A&M or. the Chief, Special Services Division of that . 
| : Branch when prior approval of the project has been obtained 
[pha Pe >. under the provisions of this directive. Any disputed itens — ee 
i - ee wA1 be referred to the Executive for Administration and . 2 ae 
coats ee hone Menace for action, ee — 
i 


he: (5) Weuohere seehine asemutwee - or - ebidgetdone of 
oe aera oe -unvouchered. funds approved by action other than by the Pro= 
a oe jects Review Committee will be handled an the same manner as 
os! oe indicated in (3) above. . 


Be Be “Travel, on unvouchered funds will be: githoptced only when 
eaaeeumiey considerations prevent, the payment from vouchered funds. Re= - 
quests for authorization to travel on vinvouchered funds will be initiated | 
_. by. the appropriate Branch Chief and forwarded through the Assistant Direc- 
tor or Staff Section Head to the Executive for Administration and Manage= 
i Pe ment for action. Reimbursement for travel expenses: will be allowed in 
es fee accordance with applicable Government travel regulations. 


be A memorandum of ‘instructions ‘for the guidance of indi- 
viduals who nay travel under sutHorization involving reinbursenent from 
unvouchered funds is attached. 


3. Enter tainnent expenses. in connection with ' securing confi- 
dential information and related official purposes will be authorized when | 
: justified, Accountings for such authorized | expenditures should state 
the official nature of the entertainment, the date, the place, and the 
number of those entertained, and the’ nanes, unless security considera-- 
aes Jpeevent specific identification. 


saad - 4e The Executive Director ota the Executive for ‘Adninistra- 
- ion and Managenent. are authorized in. the’ name of the Director to approve. 
. travel within the continental limits of the United States for recruiting — 
3 purposes and/or incidental expenses incident thereto when circunstances: — 
dn connection therewith warrant, utilization of unvouchered tune : 


ay REGULATIONS: APPLICABLE 10 GIB 


eee oe “Paynent. of the. ‘galeries of individuals subloyea onanun= | 

ue vouchered. funds status pending the establishment of vouchered positions a es 

po > bythe Civil Service Commission is authorized mly until the dave of ‘es~ ae 
ee ee) teblishnent of the. vouchered: postion in each case,” es 


~ CONFIDENTIAL 


eh Re. Ae a on : : rn. - 
eee nthtr edcmee ent ancients eat A EAR SIAL SPST NE Pt MPS MARAT SEMEN EIT Ree yt 
. a a wean asics ooiinETS snatie eaRaCe RLS LAS REE IBAA ARRAN Ga canbe dori hemi a anita ai cate 


a [Tie ere ns, 
See Bae ate ata SS - 
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CONFIDENTIAL ie 


oe a ee “oy No sandidats or appldoant: Por Stor oient: will Be invited. 
Soe eee to travel to Washington at Governnent..expense for assessmont or inter 
i ROO e view without the prior personal approval. of the Director. or his repre 
ee ee sentative designated in eileen se a , 4 ' - 

eb ge — 25X1A 
| a Ae we “Rear Admiral, USN 
pene es Director of Central Intelligence. 
Po Pe 8 pttachnent 
| oes: _. Instructions Governing Expenditure of 
ee ie Sa: Certain Unvouchered Funds — 
; ee en : Se | : 
i ee DISTRIBUTION: A 

BPee Page 

RE aay oe 

ee: 


oe _ONFDENTIAL 


bs tcnamneetne tenes ee huinates ae as 
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INSTRUGTIONS GOVERNING EXPENDITURE OF CERTAIN UNVOUCHERED FUNDS - 


| inal ZATI nor 


{ 
} 
| - | | : 
| 1. The use of unveushored: funds for. travel ena expenses incident ‘thereto 
ee -. wAll be: authorized only ‘when. the nature of. the: travel or official 
ee _. dutdes in connection therewith is such that security considerations 
4 - .make it impracticable to pay travel costs: fron: vouchered funds, All ° 
->. travel to be paid from: unvouchered funds nust be authorized or ap= 
: Breve? by the Director or his: designee in. writing. 


Re Ah request for authorization to travel under unvoucher ed funds should : 
Maas be initdated by the appropriate Branch Chief and forwarded through _ 
Fo. .-:. . the Assistant Director or Steff Section Chief and the Executive for 

poe & Administration and Management for approval, The approved request 
oo: 811 be returned to. the traveler and a signed copy forwarded to. the | 
Chief, Special Services Division, Budget and Finance Branch and will. 
constitute the authority for. payment of the traveler's account upon 
_ submission. of a proper voucher » | as: 


ADVANCES - 


1. After "the travel has been authorized by the Director, an advance of 
‘funds required to cover the anticipated costs of travel may be se~ 

BE: ae ~ cured by the traveler from the Chief, Special Services Division, — 

Sg A a - Al) advances must be fully accounted for by the traveler in Racer as : 

ance with CIA regulations, 


TYPE OF EXPENSES ALLOWED ‘ 


pros eee a ee de Hodnbuncenant will be made for actual costs of rc by 

ve cas rail, bus, vessel, and air; and for taxi: fares to. and from railway 

Pe . me stations, air or bus terminals. The lowest available firsteclass. 

ae or - facilities may be secured, Luxury compartments, etc., are not 

| oie allowed unless specifically justified by, the circumstances, Travel — 

| ae ms by personally owned automobile or special - ‘conveyance, as distinguished ee 

ae ve from public common carrier facilities, must, be specifically author= | i 
[erpe sees, “ce dged-or: seus d cise " 


oo A ace ee Per. atea in lieu. ‘of subsistence: will be allowed | a travelee while. he. 
be is aay fron his official station, Regardless of the amount actually 
e ae _ spent by the traveler for personal items such as hotel rooms, meals, 
laundry, tips, etc., he will be reimbursed for’ only the amount of 
_ the stipulated per diem. The per dien rate for civilians in the U.S. 
3 4s $6.00 per day. For civilians traveling abroad, the rate varies 
-. from $7.00 upwards depending upon. the location. ‘The rates.of per .. 
oe diem paid to military and naval personnel. will not exceed aly ie 
poy pak ear te vided in military and naval ‘Tegulations. 


a eee ‘3i13¢e1 larieous incidental | expenses such as hire of’. stencgraphic ser= 
~:.\..  “w4ees, rental of special quarters for official purposes, paynent - 

oe a eee eS telephone and telegraph charges, | ete.,; ‘may be allowed when the : 

Ae? rem official moceeety. therefor is properly aaa 


_, SONFIDENTIAL 
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Be ta PRIPARATEON OF TRAVEL BESS VOUCHER 
: ds “pon conpletion of travel, ‘the seeaycier will prepare ‘Travel Voucher 
fon No. 33912 with the following infornation. indicated thereon: 
ie An itinerary showing the dates and tines of departure: 
ne _ from and arrival. at his official . station and ses 7 
oe - visited on official business. a 
7 2 : | . 
. be An itantcation of per dien elained, computed on the: vs ee tt i re 
. : basis of. the traveler's itinerary, | ay, a oni e 
[ < @, An iteitection: of all trenienontet ion charges paid. aa 
i - an explanation of any special sonveyances or toast d nae 
L acconmodations used, ie | 
: ds An itemization and justification of ae or incidental 
: empetiece clained. | : | " 
: 7 Ge Paid receipts Shout iae all. eondiuuress. | or an explarise “oes 
: my tion as to why . such receipts were not obtained, — . 
Le | 
Re ‘The traveler will sign the Travel. Voucher Forn ‘No. 33-12 as Payee", e 
. and the appropriate Branch or Office Chief will sign as. "Approving : 
Officer", The Travel Account will then be forwarded to the. Chief, ‘ 
- a - Special Services Division,’ Room 210, Central keri for au ; 
ae a st VEG and payment. Pes } 
- 
fj : 


~ CONFIDENTIAL _ aa we i. 
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Belay RNS MeN, 8 7 oT Soltis 
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- MEWOR hse ee — | oe ecg sas STATING 
NYNOE . a oe cee Ps zy aunt nee STATINTL. 


SUBJECT: ete | 


ick ee 4 Spécial Funds Res eeion No. 1 dated 21 October 1946, is. changed is 
as indicated below for those activities. not under the supervision « of ‘the 
Assistant Director for Spectat Operations: 


oe ee “Be ‘Paragraphs a 3, $8 and 6 oh b) (ce) ( (a). and (e), and the 
7 extension of authority under Project Qe approved by the ries 
2 perecuey on. 30 July 1947, are. rescinded. : 


. b. The authority of Assistant Directors ani the Executive for 
. A&M to approve obligations and expenditures of unvouchered zane 
= without prior. epproval: of the Director is withdrawn, 


ee (1) Al obligations, advances and expenditures of unvouchered | 
funds for any purpose must be ‘approved in advance by the 
Director, or his representative designated in writing. 


(2) Requests for authority to obligate, advance, or 
expend unvouchered funds will be initiated by interested 
: i . Branch or. similar Chiefs and forwarded through Assistant. 
| a D Gehad _ Directors or Staff Section Heads and the Executive for: 
j ag = _ A&M to the Director, except those projects submitted for . as 
Soo _-—. aetion by the Projects Review Committee under the provi- —_ STATINTL. 
! ae en 7 sions of CIG Administrative Order eee dated 25 Octo= a 
Sea i. - ber 1946, Recommendations of the Projects Review Com= 
os bs BaP. al 2) mittee will be submitted to the Director for final action 
a in each case, 


Oo ae ae te (3) Requests for suneedty ts advance Miechenenea funds 

Le : under approved recommendations of the Projects Review 

: ' Committee and vouchers covering expenditures thereunder 

} : will be reviewed by the Branch or similar chief, who will 

eo ae enter. thereon the number and date of the approved project, 

| and forward it. through his Office or Staff Section Head 
for approval and transmission to the Chief, Special Ser- 

vices Pa veet ony Budget and Penance Branch, ” aM, for Berson” 


_ payment of vouchers covering expenditures. and obligations. 

- of unvouchered funds in accordance with prescribed regula- 
ae <2 _ tions maybe made by the Chief and Deputy Chief, Budget 
cows sand Finance Branch, A&M, or the Chief, Special Services 
poe Division of. that Branch, when prior approval of the pro- 

a : ot ‘ject has been. oat under the ee of this: diree- 

a tive. : oe ae a8 


ce oe ean eee 

eas re eet a (4) Advances of civ ouchered inde and certification for 
| 
} 


. - . “ r 
(tn pe Sama gatas on Agee 
1 
rf 


amar nba denen toma onan in neemabaenn tnt piftebiicemiulatte mented iat toe toc id atone oo : Bigs” oath, hall Sage Reaiads det aan sntaahoabeaeen 2 Leah Coe ar ee Retent tenet BY eae 
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: ad 


(5). Voushere covering “eupenal ieee or. obligations of 
unvouchered funds approved by action other than. by the 
Projects Review Committee will be handled in the same 
manner as indicated in (3) above, 


2a A eneraniiua of instructions for the pildense of individuals who 


may travel under authorization Anvolving: reinbursenent from unvouchered funds 


ois SRpacheds Rae oe | 
355 The Executive Director ana the ‘Reeoutave for honingcteutaon and 


| _Nanagenont are authorized in the name of the. Director of Central Intelligence: — 


a. To approve travel within the continental limits of the 
United States of prospective employees to Washington for inter= 
view when considered as essential in ‘the best interests of CIG. 


7 bv. To approve travel within the dontinentel limits of the 
United States for recruiting purposes and/or incidental expenses 
incident thereto when circumstances in connection therewith ware 
rant utilization of unvouchered funds. 


c, To take ‘final action on, or make néubeneitis tain to the - 
Director in connection with cases normally handled under the pro= 
visions of paragraph 1c(4) above when the individuals listed 
therein are in disagreement with requests or vouchers presented 
to them for action, 


‘4. Payment of the salaries of individuals employed’ on an unvouchered 
funds status pending the establishment of vouchered positions by the Civil 
Service Commission is authorized only until the date of establishment of : 
the vouchered position in each case. 


Cae Ge Fach Assistant Director Co ADSO) and Staff Section 
Head will submit to the Projects Review Committee in writing, 
within ten days after receipt of this memorandum, his antici- 
pated: normal requirements, not previously approved by the Direc= 
tor, for unvouchered funds, by quarter, for the balance of the 
Fiscal Year 1948. A list of ieee classifications to be - 
submitted is attached. 


: b Major projects involving lerge eesdeas tires. which are not. 
yet developed to a point which will permit factual and intelligent 
haat may be omitted and submitted eee y at later dates. 


‘R, H. HILLENKOETTER . 
: _ Rear Admiral, USN 
eae Director s Central dated esnce, 


2 Abteemmente 
ol. Instructions for Travelers : 
Re List of sugested classifications: for projects 


: _ DISTRIBUTION nan 


~ STATINTL 


sd 
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[ weet se Acree etre eeahiair tianlian Lea mH a cw OPO ice WY eas Se nr ce ora eae 


‘Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3 


aE ae AUIGRIZATEOH etensé 20010802 CIA-RDP81 -00728R000100010046-3 


1. The use of unvouchered funds for travel and | expenses: inoident Siarces, 
will be authorized only when the nature of the travel. or official 
duties in connection therewith ds such that security considerations 
make it impracticable to pay travel costs from vouchered funds. All 

travel to be paid from unvouchered fundé must be authorized or approved 
by the. ‘Director or his designee in writing 4 | | 


ae A request for authorization to travel under unveushered funds shottid 

be initiated by the appropriate’ Branch Chief and forwarded throtigh | 

the Assistant Director or Staff Section Chief and the Executive fot 
Administration and Management for approval. The approved request be 
Bi oe 5, ae wa be returned to the traveler and a signed. copy forwarded to the ; ee 
i... Chief, Special Services Division, Budget and Finance Branch, and will A 
-/°-<:gonstitute the authority for payment of the traveler's account upon | 

eabaseeton of @ proper voucher. « 


, ADVANCES 


" Aly Eee the travel has been authorized by the. Director, an advance of i 
funds required to cover the anticipated costs of travel may be © . “4 


_ secured by the traveler from the Chief, Special Services Division. 
AL advances must be fully accounted for by the traveler, 


ay RPE OF EXPENSES ALLOWED 


Ls ‘Reimbursement will be made for actuzl costs of transportation by rail, 2 
bus, vessel, and air; and for taxi fares to and from railway stations, ; : 
air or bus terminals. The lowest available first-class facilities 
- may be secured, Luxury compartments, ete., are not allowed unless 
specifically justified by the circumstances. ‘Travel by personally 
owned automobile or special conveyance, as distinguished from public 
-¢eommon carrier pec tiithcey: must be specifically authorized or eXx= 
plained, 


a 2. Per diem in 1 Liew of subsistence will be allowed a traveler while he 
Moe . is away from his official station, Regardless of the amount actually 
we spent by the traveler for. personal items such as hotel rooms, meals, ; 
‘laundry, tips, etCe,s he will be reimbursed for only the amount of . oT 
' the. stipulated per diem. The per dien rate for civilians in the . 
 U, S..is $6.00 per day. For civilians traveling abroad the rate 
varies from $7,00 upwards depending upon the location. The rates 
a or of per diem paid to military and naval personnel will not exceed 
bee 2 bas that provides: in military. i naval Pep ale tions. 


fed yey 36. Under éertain. circumstances entertainment expenses an connection. 
' with securing confidential information and related’ official pur- < a oot 
poses will be allowed.. The official purpose or. necessity for. the Be ge al 
entertainment and the date and place must be shown,. The number of | x an 
“persons entertained must be indicated together with a statement — oo ae 
that names of the pereone entertained are ui thheld ud salah , : 
reasons. ate 


ap 
ak 
4 
es 
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i Pw Qo we, 
am 4, Miscellaneous incidental expenses such as hire of stenographic ser- : 
-.... viees, rental of special: quarters for official purposes, payment of. : 
~ telephone and telegraph charges, etc,, may be allowed when the | 
| | official Mecesaity scr eran is properly explained. 
| -FREPARATION OF TRAVEL, EXPENSE VOUCHER Pras, £6 | ; 
oY ay ‘Upon completion of travel the traveler will prepare Travel Voucher. 
e “Form. No. 33~12 with the following information indicated thereon: 
i oe ane An itinerary ahowing: the dates and times of departure fron 
; Fac ee ee : and arrival at his official station and ats visited on 
es ede official business, . . | 
be An itemization of per aden claimed, Soavnied on the basis she eee | 
f of the traveler's itinerary. a a 
i a 
ce, An itemization of all transportation sides paid and an 
i: ‘explanation of any special pont eyeeeee or lumury- accommo= 
dations used. | | . be 
iB od, An itemization end justification of all entertainment or : 
io incidental expenses claimed. — . ne . Cer 2 Bak 8 
e, Paid. receipts suppor ting all expenditures, or an explans- he ot 
tion as to why such Tenctpus were not obtained. 
Qe ‘the traveler wh 1 sign the Travel Voucher Form Nos 33-12 as "Payee", a 8 
and the appropriate Branch or Office Chief will sign as "Approving = ; 
Officer", The Travel Account will then be forwarded to the Chief, | 2 Sete 
- Special Services Eayaetchy Room soe Central Chieu for audit | 
and: Payment . EA ; j 
i 
‘Attachment, 000 
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os Suggested Items ior. Unvoucher ed Froposals si 


Aiton classification of Projects vorrant the use of unvoushered funde) 
f . . 1 


Z: 
OLy. Personal Services: . 


‘NoneCivil Service Bxpleyees: 
Consultants 


; O25 ‘Travel 


~ transportation of Persons 

Subsistence (reimbursement for actual expense or per diem). 
Incidental Travel Expenses . 
Assessment and Recruiting Expense | 

_ Reimbursement for use of Privately-Owed Automobile 


oi 03, : Transportation 
| “Transportation of Things © | 
Ode Communication Ser vices 
"Telegraph 
Rental of Post Office Box 


Telephone Installation Costs, Rental, and Tolls 
Postage . 


05, Rents and tataty Services 


| “Rental of Office 
-. Equipment Rental | 
Utility Services 


07, Other Contractual Services 


Storage: and Mesatenanes: of Vehicles 
Security Investigations (of Individuals) 
‘Purchase of Information. from Individuals or Firms | 
Entertainment Expense L&E a, . y fe ea us 
Contract Stenographic Services Ggehe s y hort 
Newspaper | and Magazine Clipping Service 


. 08, Supplies and Materials 


Office (Emergency) | 
' Publications | ‘ 


Attachment 2, ie ~ 
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| ATTACHMENTS + NONE 


~ CONFIDENTIAL - 


> OENTRAL INTELLIGENCE. AGENCY : 
‘ Mochington, De Ge. 


Z : oe 7 ; 
\ ‘ , : : so i ; { 


"NUMBER 


SUBJECT: Guotenee funds 


a orate: Ba, Waris dee Che Toetaston III te . 
10 September 1947, is eames ote. ace ee tee 


tee 


ae oe Yo prospective employed of! CIA will: be brought tor 


so Washington for interviow except with ‘the prior personal approval 


‘of the Director in. each cases These instructions : ‘apply ‘to all 
sotdvities of: ce including Office . of Special Operations. 


"FOR Ti DIRBCEOR. OF’ cH NTRAL INTELLIGENCE: | 


| vreteasertowi (ee eg ae (2982) | 
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a CONPIDENTEAL, 


“eowoi 


CBVTRAL, INTELLIGENCE. ROUP, 
Mashington, Ds. Gs es 


| MEMORANDUM - 


| 17 September 1947 
‘ NUMBER a AMENDMENT ee ee 


SUBJECT ee Unvouchered ‘Funds 


The classi ficats on of donorencun above subject, 


dated 10 Septenber 1947, is changed from unclassified to 


_ FOR: THE DIRECTOR OF CENTRAL TUT ALLT GRNCB 


| NO ATTACHMENTS fh 


DISTRIBUTION "A" Bee ne | oe ba ae - 
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moped See ‘CENTRAL : INTELLIGENCE AGENCY 


\ S 


© 10" Septenber’ tee is “Toscinded. a 1 te . . eee 
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eae : a : 
4 bethtimdle 


nese pistavorron a 8 October 1947 YA /A 7 


NUMBER | 
‘SUBJECT: Unvouchored funds’ 


le Paragraph: ‘Ba, -himdnd erative Inetruction dated. 


a No Grdaseotice SrBLe9 eh: of CIA will be fioaent re 


: Washington for interview except with the prior personal approval 


_ of the. Director ih each CASCe These instructions apply to all... 
activities of GTA, plating, the Office of Special RSE DNA ONS: oon 


pp oR ‘THE DIRBOTOH ed ci NTRAL INTELLIGENG Bs Ne 


“Adm ni 8 tration and Mena gemont 
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© opNrrat INTELLIGENCE AcBhicy . oe 
“et peenanenen, ee Ce a pO ea ea) 2 
lows team LISTAUCTION Be 8 Qabober 1947 
- SUBIBCTs | ENG ‘nite | 


: : : : eo . : mo Ht ! 
a ig a ; a, fe ee 


“Le Paragraph: Sa Aaninistrative: Instruetion > ows ee. . 


es Septonber 1947, Ls resi ndeds EG, eh gts 

eye . . : 

a8 OB No: prospective ‘employed. of OIA will. be epoaie re 

- Weshington: for: interview except. with the prior personal: approval. 

of. the Director ih-each. case. These instructions ‘apply to all 

,activities of. CLA, including. the Office of Special Dperattons: 
oe (deca Me : 


FOR THE DIRECTOR OF CENTRAL INTELLTORWoD: 


ive for me 
" Aamint stration pen Monagerient mo 


ea 
lee. 3 


; | ATTACRENTS NOME, ao ae ee 
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